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CONFIDENTIAL

| MENORANDUX{ FOR: Acting Director of Trainiﬁg
INFORMATION & Daputy Director for Support

SUBJECT i CIA Records ilanagement Training Program -

1. 1In claboration of our discussion of 2 Fabruary coacerning .
our proposal to have a (LA Records Managament Training Prograa .
initiated, wo have expanded. upoa the overall concept and objectives
and have provided further datails on the sessions, audiencesz, subject.
mattex, awd resources. As I am sure 1s obvious to you, a program of
tals ailze raquires congiderable vefinemant and coordination. We -
Ieel that tils paper moves us & step toward ilmplementation but we
appraciate that there is much wmove that wust be done before the
course seyments can begia. '

Ze We belleve threa types of records managesent education ave
required in the Agency. We propoae that: .

A+ Senlor managewent officlals recelve conclse
briefings with tho objective of explaining what records
managenent 1s and, more importantly, what beunefits they e
- can axpect from having active records management programs :
in thedr componeunts. The Gffice of (raining role iu pre~’
- senting such briefings should be minimal, Lf any. Fron
cur polnt of view it is apparent that Agcucy management
o does not fully support an active records management pro~
- gram because manazers aré nok yet aware or convianced of
the beuefits to be derived from tiie program.

b. Dbrief records management preskatations be inclu~
< ded in selected existing OTR courseas.

C. 8pecial workshop~typa courses ba developed aud
presuuted for those personnel closely involved in the
sgency's aduluistrative and operational paperwork pro-
coduxas.
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J.  The Support Scxvices Staff £s preparod to initiate the
fixst phase of this prograwm with a pilot records briefing of the
Suppert Directorate Office leads, to take place immediately after a’
DO/8 Staff meeting. ‘This will be dlscussed with the DB/S In the
very near future. Assuaning general acceptance here we would seel to
prescut similar briefings to senlor officials in other Dilrectorates
and operating components. Thase briefings would be about 30 to 40
winutes on the "what and why" of records management with another ten
slnutes or so for queations. (Please see Tab A for audience sizes
and {requency.) The initial senior—~lavel briefinga would ba can-

25X1A

ducted by a recognized authority. We believa |

the former Assistant Archivist for Federal Records Managenent,
National Archives and Records Servica (NARS), 18 particularly waell

" qualificed to conduct these g@essions in an interesting aud stimulating .
- manoer; we have verified his availabilicy. : : :

4. uring various scelected OFR courses, and without any major
change in tie course structure or student requireacnts, brief pre-
scatations could be given as a practical introduction to Agency records

systema. Theso presentations would be tailored to explain procedurxcs

and trends yelated to paperwork operations in tha Agency as well as

to describe the scrvices available. Such presentations have been well

received at the OUS Trends and Highlights Courses these past four years
ang were included in the Career {raining Program a few years ago. Wa
belicve these records presentations could be added to such progranms.,,

s the Hanagement and Supervision courses, the professional EQD
Orientation, the CT Program, the lfideareer Gourse, posslbly the Scnlor
Seadnar.  Another spacially tailoxed records presentation would be

‘beneficial for tralnces in the Clerical Induction, Clerical Urienta—

tion, and Aduinistrative Procedures courses. Other courses, such as
the €8 Records scssions, lend themselves to <dnelusion of this type
presentation of the overall Agency records management program. (Please
see’ Tab A, Section 11 for our proposad list of galected OTR courses

and audiences for such prescntations.) We suggest that thesa brief
talks be given by the oxisting course instructional staffs with
materials provided by 858,

3. The workshop-type raecords managesent training we propoge
1g intended to clarify tecunicul details. and Agency procedures in

“such speclalized office opurations as: forms analysis and desigu;

wicrofiln systens; correspondence improvement and standards; systems - .
analyais, records facilitiles; equipment, and supplies; vital records:

. protection; records disposition, and archives identification and
: presexvation. NARS has developed many workshops which thay present
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. at the Natfonsal Archives. (They also have astablished with the

- Awerican University several institutes and graduate classes in rccords“-:

wmanapgenent and archives adulnistuation which W& urge carecr recorda
officexs to take.)

‘ 6. We have in mind presentation by OT& of efght Bpecial records
- ‘workshop courses, 1 to 3 days long, that focus on specific records .
cactdvities. VWe propoge to shorten three of the workahops to fit our

nceds.  (See Tab A, Scetion IXI.) The NARS kits, slides, scripts, and -

handouts arxe fwmediataely available atb nominal cost. We are free to
adapt thea for our own in~house presentations and to provide particu-~
lar Ageucy euphasis. (Saa Pab B for brochure of NAKRS workshops.) We
-would like to assist in developing thesce tailored programs, The.work-
. shops could bae praesented in CIA facilities by a NARS gpeclalist if
. we are unable to provide suitable expertisa from the OIR instructaxs
" or Agency Records Management Officars.

7. In Tab C we have gunmarized the essence of our proposal.
We have further categorized and quantified the audiences at whon the
several olemonts of thip records management training program ave
direccted. We also have siown priorities in which given categories
of personnal should take records courses.

8. We also havae attached corregpondence exchanged between this
staff and tiue DDP Records ilonagemant Of£icer. Tnis typifies the kind
- of personalized tralaing program wirieh can be used to good advantagu
for others who are ewbarking oa carcers in records mavagenent.

9. I shall be most happy to méet with you and/or menbors of
youx staff to dilscuss further this training proposal and to benefic
“frow your views. AU . o . :

Chilcef, Support Sexvices Staff
Attachments"

“DDS/S8S/LRF: v f (18 Feb.' 72) g .
 Distribution: - ' .
Orig. & l-Addressee s
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TAB A
RECORDS MANAGEMENT TRAINING ?ROGRAM' .
Sessions and Audience Estimates = . } o
: 1, BRIEFINGS AND ORIENTATIONS:
a. Senior Executive Briefings:
-, . TFor Senior Officers in the Office of the Director, Officeé of |

Deputy Directors, and Heads of Independent Offices. We pro- S o
pose that these sessions be conducted by a special consultant T
to the Agency who will describe the benefits which the CIA

may derive from a more active records program. - K

“We anticipate two of these,briefings, 30-45'mindtes each addressing about”',' ;

:':j5.f20 people in all.

'b. Operating Official Briefings:

For Heads and Deputies of Offices, Area Divisions and Senior
Staffs, and their Executive Officers. These sessions also are
to be given by a consultant who will cover the Agency Records
Management Program and the support possible through its active’
application in Agency components. .

We foresee five of these briefings, 46-60 minutes each,'with a total _ 

. audience of some 115 personnel.

fc. Component Officer Briefings:

. For component officers in the GS-14/16 grade level, including .’
Office Division Chiefs, DDP Branch Chiefs, Senior Support and
Administrative Officers. These briefings will be conducted by
a consultant or the CIA Records Administration Officer and will-
be on the Agency Records Program and its potential which com— .
ponent officers may exploit. - B ‘ :

‘ y<We‘project a need for ten of these briefings, each approximately'l'hbqr '
. in length, with on the oxder of 200 persons_(;otal)-being,brigfgd. ‘ "

A
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-2, RECORDS MANAGEMENT PRESENTATIONS ADDED TO OTR COURSES:

« . Totals .lSO'course_offeringé per year involving 151 hours -

of records management presentations.

- Regular Training Course Presentations:

, _ . : - Records Mgt. - Maxﬁnum
Course Title c i . 'Frequency . ‘Presentation “'Registration’

- 4. . Admin. Procedures . Monthly . | 1 hr. '_";':;:;ﬂrisgfgi‘.
.‘“k’;l b.. Fundamentals of Sﬁpﬁ & Mg;.:'vG per y£.ilﬁ_1 ﬂr, -ELE"E;W'  28: “

;? c. Intell, & World Affairs j;:'7!6 perryr;;jr-l‘hr:‘-;f "l§;.§L50'7
©+d. Advanced Mgt. (P;aﬁning)'a '¢‘6 per yr,.‘.-l hr;“. ;b “‘ 451';'r‘.'
: . e{ Managerial Grid - -. . :j4'per yr,"\‘I,hr,f  t"7  . ;45'-'

E L  f. Support Services Trends_;‘;,  6 pef.yr.t l-2‘hr.7'f‘_ ',“  54_?v1l“'

-_g."Senior‘Seminar :-?‘1%f -, B K 'l‘hr.‘u:' o .;'20
'v'-_h.. Mid—caréer Course ;: :.‘~v‘4 per yr.?' 1hr., .‘1;'t 50n~ N
i. hMicrofilm Seminar . ‘."': .6 per yr.;; . | 35 :
‘j. ADP Orientation (OCS) . 3 per yr.‘:‘ ' » ‘3'30
' ;‘k. Clerical Orientation l ‘ wéékly  ‘3'l;hr.(addt1f) ’.ﬂ'15:f‘ |
.  1. Clerical Induction. : ‘pi-weekly;."l hr7v<éd6t1-)fﬂf.20 1_.{;.

"J'.'Regular CS Training Course Presentatiomns:

“icfm. Field Finance & Logistics 6 per‘gr.f;v?llhr, ;': a ;  15*
o, Field Ops. Familiarization 6 per yr.. ~ 1 hr. R 2 L
0. €S Records I o  iiperyre . . '. 40 :
_:_p. CS Recoxrds II - H‘ 7 per yr.- « 1 bz, :i_ f. |  '30{?7 _
g S Records IIT R 4 per yr.,:’ R N 10
e Basidiobgfat;oﬁsr "i;:  i f 'ZIPeF”yr;if.:llﬁr::'..." B 40
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"' NARS COURSES TO BE PRESENTED BY OTR

' (Total: 8 workshops requiring 12 days.)

Workshop Title 7 mime (daye)

a. Records Maintenance and . . i | fo”<k:f3j=§¥ i
Disposition (Shortened) - "I 13 on i :
""b.' Forms and Guide Letters 1?;if'?f1fffffi?f?"éi
- e. Correspondence Management ;2 P '_L SR
- d. Speeding Mail I
'e. Forms Improvement RS ;*€53”1 ; -
5 ‘£, " Information Retrieval = .- . . .00 T
o Systems (Shortemed) - " . f2j1:-n‘.;*.;
f‘g..IFiles Improvement . . o v ?
(Shortened) DU L
h. Records Disposition T _]l;fgﬁf“ -
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